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Rtcord* Manag»m«nt Dlvlilon

RECORDS RETENTION AMD DISPOSAL SCHEDULE

SCHEDULc
NO.

1209/^8
PACE ]_
NO.

Department of Public Safety and Correctional Services - Maryland State Police DPSCS-MSP

Ol VI SI CNi

Item

No.' Description Relent ion

FIS
6-0-

FIS
-1

This Schedule Amends 1209, items 16-0, 16-1
CHECK ACCOUNTABILITY LOG

Contains original copy of MSP Form 207 listing all
prenumbered MSP Form 208's received and issued.

CHECK ACCOUNTABILITY FORM

Contains validated bank deposit slip with copies of
corresponding MSP Form 208's and discrepancy
reconciliation reports attached.

Installation copy retained
for 3 years, then destroy.

Finance Section copy
retained for 3 .years and
until audited, then
destroy.

Installation copy retained
for 1 year, then destroy.
Record copy maintained by
Finance Section.

Finance Section copy
retained for 3 years and
until audited, then
destroy.

Urimouit Af proved Wy D»poftm»nl,

kfnof, or 01 r i l l cm R»?r»» •olatl v«

July 13.- 1
O.I.

Director,
P&R Division

Sch«oj(« AuthoHxtd \*y
Hall of R«oofd» Commlnlon



INSTRUCT IQN$--TYPE OR PR 1NT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 330 -1 )

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7273 WATERLOO ROAD
P.O. BOX 278

JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PAGE OF

SFARTMENT/AGENCY

Maryland State Police

2. DIVISION

Agency Records
3 . UNIT

DEFINITION-RECORD SERIES-* O R O U P O|r "SLATED RECORDS NORMALLY FILED AND USED AS A UNIT FOR
• REFERENCE AS WELL Ag RETENTION AND DISrOSITION PURPOSES •

4. RECORD SERIES TITLE

Check Accountability Log
5. EARLIEST YEAR/LATEST YEAR

!992 :.:;TO

6. RECORD SERIES DESCRIPTION /BRMel'l-Y DESCRIBE THE TYCKB OF" INKORUATION/DOCUMENTS/FORHS FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THE SERIES]

FIS 6-0
Contains original copy of MSP Form 207 listing all peenumbered
MSP Form 208's received and issued.

7. RECORD SERIES FORMAT(S)

X3 LETTER SIZE O MICROFILM

a LEGAL SIZE O COMPUTER TAPE

^•KHJND BOOK a FLOPPY DISK

^^UDIO TAPE • VIDEO TAPE

D OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

0 ALPHABETICAL

3 NUMERICAL

& CHRONOLOGICAL

O GEOGRAPHICAL

a OTHER(SPECIFY)

9. VOLUME

XH FILE DRAWER(S)
G MICROFILM REEL(S;
° COMPUTER TAPE(S)

NUMBER D O T H E R [ S p E C I n f ]

10. ANNUAL ACCUMULATI ON
X£ FILE DRAWER(S)

T_ D MICROFILM REEL(S]
KUUbtfh D COMPUTER TAPE(S)

O QTHFB(SPFrlFY|

FILE IS LSED

^X DAILY E WEEKLY ° MONTHLY

12. FJLE BECOMES INACTIVE AFTER
a MONTH(S) )fl(YEAR(S]

NUMBER

| 13. CURRENT LOCATION(S) (BLDG.,FLOOR,ROOM)

; MSP Installations and Finance Section

14. IS RECORD SERIES DUPLICATED ELSEWHERET
(•IF YE(T, SPECIFY W E N C Y OR OFFICE)

n YES xS NO

13. ACCESS RESTRICTIONS Q YES H^NO
(IF YES, CITE LAV(S) a RESULATION(s)

16. AUDIT REQUIREMENTS

XB NONE D STATE ° FEDERAL ° INDEPENDENT

17 , IS AN INDEX SYSTEM USEDT (|P YES.EL>^LAIN

BRIEFLY AND DESCRIBE ANY HARDBARe/SOFTWARE)

a YES X8 NO

J 8. RECOMMENDED RETENTION

Three (3) Years, then destroy, at
installations

At Finance Section retain three
years and until audited, then
destroy. .!

'NAME AND TITLE OF PREPARER

Thomas L. Vondersmith, Jr
20. TELEPHONE NUMBER

653-4253

2 1 . DATE

July 13, 1992

D G S 3 5 0 - 4 ( R E V I S E D 2 / 8 7 )



INSTRUCTIONS--TYPE OR PR INT A
SEPARATE FORM FOR EACH NEW OR
REVISED RECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DOS 380 - 1 )

ry

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD

P.O. BOX 275
JESSUP, MARYLAND 20794

AGENCY RECORDS INVENTORY

PACE 2 O F 2

FARTMENT/AGENCY

ryland State Police
2. DIVISION

Agency Records
3. UNIT

DEFINITION-RECORD SERIES-.A OROUI* O r RBLATED RECORDS NORMAULV FILED AND USED AS A UNIT FOR
REFERENCE AS WELL Ag RETENTION AMP DISPOSITION PURPOSES

4. RECORD SERIES TITLE

Check Accountability Form
5. EARLIEST YEAR/LATEST YEAR

1992 ^

6. RECORD SERIES DESCRIPTION / a R' tcri-Y BEBCRIBE THE TYPES Or INFORHATION/DOCUHENTS/FOWW FOUND
•IN THE SERIES. INCLUDE THE PURPOSE OR FUNCTION OF THK SERIES]

FIS 6-1
Contains validated bank deposit slip with copies of corresponding
MSP Form 208's and discrepancy reconciliation reports attached.

7. RECORD SERIES FORMAT(S)

V LETTER SIZE D MICROFILM

0 LEGAL SIZE O COMFUTER TAPE

BOOK O FLOPPY DISK

'AUDIO TAPE a VIDEO TAPE

Q OTHER(SPECIFY)

8. RECORD SERIES SEQUENCE

a ALPHABETICAi.

D NUMERICAL

XfX CHRONOLOGICAL

Q GEOGRAPHICAL

O OTHER(SPECIFY)

9. VOLUME

NUMBER

XX FILE DRAWER(S)
a MICROFILM REEL(S)
D COMPUTER TAPE(S)
E OTHER(SPECIFY)

I 0 . ANNUAL ACCU-XILAT I ON

}£fcFILE DRAWER(S)
1 E MICROFILM REEL(S]

Ru~Sl~" D COMPUTER TAPE(S)
O OnTHFRl^PFflFVl

11. FILE IS USED

$S DAILY O WEEKLY O MONTHLY

12. FILE BECOMES INACTIVE AFTER

__.3. __ • MONTH(S) XR YEAR(S]
NUMBER

13. CURRENT LOCATION(S) (BLDG..FLOOR.ROOM)

MSP Installations and Finance Section

14. IS RECORD SERIES DUPLICATED ELSEWHERET

tlF YES, SPECIFY AOEKCY OR OFFICE)

a YES ̂ XNO

I S . ACCESS RESTR1CT«ONS Q YES x 8 N o

( I F Y E S , C I T S L.AW(s) * RKOUUATI ON ( S )
I 6 . AUDIT REQUIREMENTS

XlX NONE n STATE • FEDERAL D 1NDEPENDENT

1 7 . I S AN INDEX SYSTEM USEDT ( t r Y I S . E J ^ L A I N

BRIEFLY AND DESCRIBE ANY HARDBARE./SOFTWARE )

a YES xx NO

18. RECOMMENDED RETENTION

Three (3) Years and until audited,
then destroy in Finance Sec.

At installations, retain one (1)
year, then destroy

- • • • - T " r

FNAME AND TITLE OF PREPAJRER

Thomas L. Vondersmith, Jr

20. TELEPHONE NUMBER

653-4253

i — —= —
2 1 . DATE

July 13, 1992

D C S 5 5 0 - 4 ( R E V I S E D 2 / 8 7 )


